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Know your numbers!*




Could you help the Blood Pressure Association? 
Volunteer Data Entry and Administration Assistant
At the Blood Pressure Association (BPA), one of our main activities is providing information to people affected by high blood pressure.

We get a high volume of enquiries from members of the public with high blood pressure and we are looking for a volunteer to assist us with entering these records into our database (Subscriber.NET).  
The main activity of this role will be data entry into the BPA’s database.

On occasion, other tasks you could help us with may include:
· Checking database records for accuracy and amending where needed
· Helping to send out mass mailings
· Photocopying and filing

· Sending out information to people who have contacted the BPA
· Other general office duties
No experience is required, however it would be useful if you:
· Are familiar with computers

· Have used a database before

· Have used Excel before

· Have good attention to detail

Training will be given on using our database, Subscriber.NET.
This role is based at the Blood Pressure Association’s office in Tooting, South London.  Our offices are based in two terraced houses and most of the rooms are only accessible by stair.
Our offices are open Monday to Friday, 9:30am to 5:30pm.  Ideally we are looking for someone who has at least four hours a week to spare and can commit to volunteering for three months or more.

If this sounds like you please get in touch for more details and an application form, or use the application form available to download on our website.

The Blood Pressure Association, 60 Cranmer Terrace, London, SW17 0QS

Tel: 020 8772 4994

www.bpassoc.org.uk
Fax: 020 8772 4999

Fighting blood pressure to beat stroke and heart disease

Registered charity number: 1058944






